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Washington , D» C. 


Notice NoJ 


27 August 1951 


SUBJECT! Call for Budget Estimates, Fiscal Year 1953 

1. Purpose — Estimates of funds required to provide for vouchered and unvouchered 
activities, for fiscal year 1953 (1 July 1952 to 30 June 1953) should be sub- 
mitted to the Comptroller by each Assistant Director and Staff Chief as soon as 
possible but not later than 10 September 1951. By means of these estimates in 
•which are set forth estimated financial requirements for the pro gr jots of work 
proposed for the budget year, the offices of the Agency present their annual 
requests for funds for consideration by the Director. These estimates provide 
the basis upon which the Director evaluates the financial requirements of pro- 
posed programs in the light of current accomplishments and future program 
needs,, The estimates in turn form the basis for the Agency’s estimates which 
present to the Budget Bureau the requirements of a balanced and integrated 
program for the Agency as a whole. Thus, in the final analysis, the quality 

of the Agency estimates depends basically upon the soundness of the estimating 
which the offices have performed initially. 

2. Policy — Because of the general budgetary situation, every effort must be 
made to assure that the estimates reflect provision for the maximum utiliza- 
tion of personnel and materials, and that they provide for only the minimum 
requirements necessary to efficiently carry out program objectives,, 

3« Review Procedure — Requirements for funds will be considered at informal 
Budget Review Committee meetings to begin on or about i7 September 1951. The 
purpose of the meetings is to give Assistant Directors and. Staff Chiefs and/or 
their representatives a further opportunity to explain the effect on financial 
requirements of proposed changes in program plans for the budget year and to 
provide such additional information as may be necessary to assure full under- 
standing of the estimate. Requirements for unvouchered funds will be sub- 
mitted by the Comptroller to the Project Review Committee for consideration. 


it. Form of Presentation — The Budget estimates should be submitted in triplicate 
in folder binders to be provided by the Budget Division. The estimates should 
be prepared and submitted separately for vouchered and unvouchered funds. 
Estimates for unvouchered funds requirements should be presented as: nearly as 
possible in the same manner as vouchered requirements, although substantial 
areas may require coverage on a project basis rather than an organizational 
basis. Presentation of the subject matter should be lengthwise on letter 
size paper with at least one inch margin on the left for binding purposes. 

The estimates should include the following in the order indicated: 

a. Office Statement: 

(1) Organization chart 

(2) Statement of current functions and activities (Office summary) 

(3) Statement of accomplishments and objectives (Office summary) 

(It) Activity description (by Division, or Branch, where applicable) 

Approved For Release 2003/12/02 : CIA-RDP79-00261A0001 00020028-0 


CONFIDENTIAL 



Approved For se 2003p ^^^l(mfe )P79-00261Ayi|1 00020028-0 

b. Activity or project tabular statement 

c. Justification of increases and explanation of decreases: 

d. Supporting data by objective class 

(1) Office summary by object class and area 

(2) Object class summary by division or by project where applicable 

(3) Estimated personnel requirements, fiscal year 1953, by division 
:(h) Non-personnel service estimates, fiscal year 19?3, by division 

t- : ! . ■ J \ . ; v • ' | : : / ' 

S>« Office Statement — The purpose of this section is to provide current informa- 
tiqn relative tp the organization, functions, activities, and accomplishments 
required in rei-iew of the estimates and in the preparation of justification 
material for submission to the Budget Bureau. 

I: ^ ? i. ■ ^ . . : 

a. Organization Chart — There should be submitted for each office a current 
organization chart depicting the organizational structure. A brief func- 
tional description should be included on the chart for each organizational 
unit .Shown.. f Only a single chart, covering both vouchered and unvouchered 
Activities, should be prepared and included as a part of the vouchered 
budget pres entation. 

b. Statement cf Current Functions and Activities — For each office there 
should be £ Emitted a concise but complete statement of functions and 
activities. H The statement should include^ all pertinent information that 
Vill be helpful in creating an understanding of the nature and scope of 
the prograir with special attention being given to the special factors 
that result . in greater operational costs than would normally be expected, 
fhe statement should also clearly indicate any operating relationships 
•with other CIA offices and other governmental agencies, including ‘a 
delineation of the respective responsibilities. 

c. Statement of Accomplishments and Objectives — This statement should be 
submitted by each office, highlighting in semi-outline form, accomplish- 
ments during the past year and objectives for the current budget year. 

The statement should include: j 

(1) Major accomplishments and significant developments during the past 

: ; :year| ' \ : / j ; . . ;;Y 

(2) Actual work load data for the past year and estimate for the current 
and budget -years, and information concerning backlogs of work, where 
applicable! 


(3) 


New emphasis on, or shifts in, the programs of work, contemplated in 
the current or budget year; 


(h) 


Any other information concerning significant developments during 
’&he pa 3 t year, or contemplated during the current ;md budget years 
which fill be valuable in appraising the fund requirements of the 
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SUBJECT: Call for Budget Estimates, Fiscal Year 1953 

1. Purpose — Estimates of funds required to provide for vouchered and unvouchered 
activities for fiscal year 1953 (1 July 1952 to 30 June 1953) should be sub- 
mitted to the Comptroller by each Assistant Director and Staff Chief as soon as 
possible but not later than 10 September 1951® By means of these estimates in 
which are set forth estimated financial requirements for the programs of work 
proposed for the budget year, the offices of the Agency present their annual 
requests for funds for consideration by the Director. These estimates provide 
the basis upon which the Director evaluates the financial requirements of pro- 
posed programs in the light of current accomplishments and future program 

. needs. The estimates in turn form the basis for the Agency’s estimates which 
present to the Budget Bureau the requirements of a balanced and integrated 
program for the Agency as a whole. Thus, in the final analysis, the quality 
of .thq Agency estimates depends basically upon the soundness of the estimating 
which the offices have performed initially. 

2. Policy — Because of the general budgetary situation, every effort must be 
maaeuo assure that the estimates reflect provision for the maximum utiliza- 
tion of personnel and materials, and that they provide for only the minimum 
requirements necessary to efficiently carry out program objectives. 

3® Review Procedure — Requirements for funds will be considered at informal 

fiudgei Review Committee meetings to begin on or about 17 September 1951. The 

. purpose of the meetings is to give Assistant Directors and Staff Chiefs and/or 
their representatives a further opportunity to explain the effect on financial 
requirements of proposed changes in program plans for the budget year and to 
provide such additional information as may be necessary to assure full under- 
standing of the estimate. Requirements for unvouchered funds will be sub- 
mitted by the Comptroller to the Project Review Committee for consideration. 

ii« Form of Presentation — The Budget estimates should be submitted in triplicate 
in folder hinders. to be provided by the Budget Division. The estimates should 
be prepared and submitted separately for vouchered and unvouchered funds . 
Estimates for unvouchered funds requirements should be presented as nearly as 
possible in the same manner as vouchered requirements, although substantial 
areas may require coverage on a project basis rather than an organizational 
basis.’ Presentation of the subject matter should be lengthwise on letter 
size paper with at least one inch margin on the left for binding purposes. 

The estimates should include the following in the order indicated: 

a. Office Statement: 

(1) Organization chart 

(2) Statement of current functions and activities (Office summary) 

(3) Statement of accomplishments and objectives (Office summary) 

(h) Activity description (by Division, or Branch, where applicable) 
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b. Activity or project tabular statement 


Sw 


c. Justification of increases and explanation of decreases 

\ | 

d. Supporting data by objective class | 

(1) Office summary by object class .and area 

(2) Object class summary by division or by project where applicable 

(3) Estimated personnel requirements, fiscal year 19|3, by division 

(k) Non-porsonnel service estimates, fiscal year 1953, by division 

5 o Office Statemen t — The purpose of this section is to provide current informa- 
tion .relative to the organization, functions, activities, and accomplishments 
required in review of the estimates and in th,e preparation of justification 
material for stibmission to the Budget Bureau. 

a. Organization Chart — There should be submitted for each office a current 
organization chart depicting the organizational structure. A brief func- 
tional description should be included on the chart for each organizational 
uiii.t shown. Only a single chart, covering both vouchered and unvouchered 
activities j should be prepared and included as a part of the vouchered 
budget presentation. 

Statement cf Current Functions and Activities — For each office there 
should be submitted a concise but complete statement of functions and. 
;activities.« .. the statement should include^ all pertinent information that 
wm be helpful in creating an understanding of the nature and scope of 
the program with special attention being given to the special factors 
that result in greater operational costs than would normally be expected. 
fHe, statement should also clearly indicatp any operating relationships 
’Mith other pJA offices, and other governmental agencies, including a 
delineation of the respective responsibilities . 

c, .Statement of Accomplishments and Objectives — This statement should be 
submitted by each office, highlighting in semi-outline form, accomplish- 
ments during the past year and objectives for the current budget year. 

The, statement should include: j 

(l) Major accomplishments and significant developments during the past 

■ year; } ^ : ' ‘ j 

' . ’ . ... . ' I ; 

(2) Actual work load data for the past year and estimate for the current 

' ■ and buiget years, and information concerning backlogs of work, where 

applicable; | 

(3) New emphasis on, or shifts in, the programs of work, contemplated in 
the current or budget year; 

(It) Any other information concerning significant developments during 
?|the pa3t year, or* contemplated during the current jind budget years 
which will be valuable. in appraising the fund requirements of the 
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d. Activity Descriptions — For each major activity within the office a brief 
( one -half page ) functional statement should be prepared describing the 
. mission of the activity «, 

Activity or Project Tabular Statement (See Exhibit I) — The Activity or Pro- 
ject tabular Statement should be prepared showing a comparison of the proposed 
estimates for fiscal year 1953 with fiscal years 1951 and 1952 by Division or 
equivalent, or where applicable, by project,, In addition, requirements should 
be classified by areas, i.e., departmental, domestic field, and foreign field. 
Budget analysts will consult with administrative officers as to the sequence 
and appropriate activity breakdown . The amounts shown for fiscal year 1951 
should represent actual obligations, while the amounts for fiscal year 1952 
should reflect the estimated allotment requirements as forecasted by the 
Budget Division in collaboration with the operating divisions. 

An increase and decrease column should be included in the statment, as 
illustrated on Exhibit I, showing the change proposed in fiscal year 1953 
compared with fiscal year 1952. In those instances where the present autho- 
rized I/O level will be attained on only a part year basis during fiscal year 
1952, additional funds will be required in fiscal year 1953 to provide for 
the new personnel on a full year basis. To segregate this factor in the re- 
view process from proposed new programs or program expansion in 1953, the 
amount required to continue planned 1952 level on a full year basis in 1953 
should be reflected in a separate increase column headed "To provide on a 
full year basis for 30 June 1952 level of operation,” as shown in Exhibit I. 
Where applicable, offices will be assisted by the budget analysis in the com- 
putation of this amount by comparison of the 1952 allotment for personal ser- 
vices with the annual cost of the present T/O after adjustment for lapse due 
to turnover, etc. (See Exhibit I) 

It is realized that in some instances a part of the increase requested 
involving ?i other objects” may also result from the necessity of making provi- 
sion on a full year basis in 1953 for costs incurred on only a part year 
basis in 1952. However, because of the difficulty of accurately determining 
such amounts due to the non-recurring nature of many such expenses, all in- 
creases involving n other objects” should be reflected in the column headed 
” other changes” and appropriately explained. 

Other increases, or decreases, representing proposed program changes in 
fiscal year 1953 should be reflected in the column headed ” other changes” and 
numbered, enclosed in parentheses, to permit ready reference to the justifica- 
tion material described below. 


Justification of Increases and Decreases (See Exhibit I) — Each justifica- 
tion of an increase and explanation of a decrease proposed for fiscal year 
1953 in the column headed ” other changes” should be numbered to correspond 
with the numbers following the amounts in the ” other changes” column of the 
Function or Activity Statement. 


No written explanation will be required of the amounts reflected in the 
column headed "to provide on a full year basis for 30 June 1952 level of 
operation" inasmuch as justification for the present T/0 authorization was 
provided either in connection with the 1952 budget estimates or in conjunc- 
tion with review of T/o revisions approved since submission of the 1952 


Budget. Any additional explanation that mi 
with revie&Pftf°¥fi^ ' 
Division. 
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If the increase or decrease recommended 
made -up of more than a single item* the first 
amount involved as follows? "The net increase 
this item for fiscal year 1953 consists of the 
a separate explanation for each increase or deb: 
sentence or line, to be underscored, stating the 
crease or decrease, as shown in Exhibit I, page 


ujider a function or activity is 
ine should state the total 
(or decrease) of $ in 

following:" Then should follow 
srease introduced by a single 
specific purpose of the in- 


Increases — The justification should provp 
need for the increase, utilizing the subje 
and in accordance with the following outlin 


de a full explanation of the 
£t matter headings indicated 
e: 


(l) Objectiv e — A brief and clear descrip' 
work to be newly undertaken, continue^ 
tinued at the same level at a higher 


ition of the objective of the 
on an expanded basis, or con- 
Cost . 


( 2 ) 


(3) 


Flan of Work — ■ This section should c! 
which ii is planned to meet the object 
for evaluating the proposed financial 


Financial Requirements (See Exhibit 1 
should provide a detailed breakdown ol 
expenditure so as to indicate the basi 
of personnel, equipment, travel, etc. 
adequate explanation should be furnish 
amount reflected for each object. For 
ment or supplies and materials; may be 
parts in order to show more adequately! 
mates for travel may be related to the 
travel status, and to what extent,’ perjfc 
jects to the amount of personal servi 
cussedj etc. 


Use of Work Load Data — The Budget Bureau! 
measurement and unit cost analysis in the 


wherever possible. In this connection, 
(Section 6h) states as follows? 


"Although the use of statistics 
ment, there is no more readily defend^ 
the requirements for an accepted progr 
judicious use of work measurement or 


Accordingly, offices are requested to 
greatest possible use of objective work me 
justifications. "Where applicable, every ef. 
requirements, in terms of volume of work a 
the work load to annual performance per em 


ah< 


db 


While many activities of the Agency _ 
thorough goiig quantitative analysis, many 
expressed in terms of work load. In some v 
developed work reporting systems for budget 
which provide valuable data on work load 
view 


ani 


early indicate the manner in 
dve so as to provide a basis 
requirements . 


, page 2) — This section 
the increase by objects of 
[s for the estimate in terms 
In addition, a brief but 
jed as to the basis for the 
example, estimates for equip- 
jbroken down into component 
their composition} esti- 
number of employees to be in 
inent ratios of various ob- 
s may be stated and dis- 


cs 


has urged the use of work 
justification of estimates 
Budget Bureau Circular No. A-ll 


jnust be tempered by judg- 
ed method of justifying 
am of work than by the 
imit cost statistics." 


give special attention to the 
i.surement data in preparing 
: port should be made to state 
d where possible, to relate 
ployee or groups of employees. 


not lend themselves to 
operations can readily be 
.nstances, offices may have 
-ing and management purposes 
id unit costs. A special re- 
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data available therefrom is fully utilized in the written justifications. 
For those activities which do not lend themselves to workload analysis, 
every effort should be made to be as specific as possible in describing 
plans and needs and in explaining the significance, volume, and results 
of the work. 

/ 

c. Decreases — Decreases will not usually require a lengthy explanation or 
tKe use of subject matter headings. A brief explanation should, however, 
give a clear tabulation of the non-recurring items to be eliminated or 
indicate the nature and location of the .work completed or discontinued. 

(See Exhibit I, page 1) 

Supporting^ Data by Objective Class — In this section of the presentation, 
there should be provided, as outlined below, necessary information indicating 
the objective breakdown of the estimate and the basis for the amounts re- 
quested. Care should be exercised to assure that the amounts reflected in 
the object class statements are consistent with the amounts indicated by 
object class under the ''Financial Requirements" section of the justifica- 
tions, as well as with the appropriate total amounts shown in the "Activity 
or Project Tabular Statement 

a. "Summary by Object Class" (See Exhibit II) — The "Summary by Object 
Class** showing the objective class breakdown for fiscal years 1951, 1952 
and 1953 should be prepared for the followings 

(1) As a total office summary, broken down by area. 

(2) For each activity or project reflected in the "Activity or Project 
Tabular Statement." 

b. Estimated Personnel Requirements, Fiscal Year 1953 (See Exhibit III) — 
Because of personal service data currently available in the Budget Divi- 
sion, it will be possible to reduce the amount of detail required from 
the offices in connection with the 1953 estimates. As necessary informa- 
tion concerning the need for the presently authorized T/o was submitted 
in' detail in connection with the 1952 Budget or in conjunction with re- 
view of T/O revisions approved since submission of the 1952 Budget, it 
will be necessary to secure detailed information only for the changes 
proposed for 1953 from the present T/O. Any additional information that 
may be required in connection with the present T/O will be specifically 
requested by the Budget Division. 

Exhibit III attached indicates the manner in which ary increases or 
decreases in the presently authorized T/O should be projected from the 
current base. As office staffing in most instances is below the autho- 
rized T/o level and additional personnel will be recruited during fiscal 
year 1952 on only a part-year basis, increased funds will be required for 
fiscal year 1953 to provide on a full -year basis for the staff level 
planned by 30 June 1952. In determining this added cost, the Budget 
analysts will provide each office with the man-years and cost estimated 
for the present T/o for fiscal year 1952 as determined in conjunction 
with each office in connection with the 1952 allotments. The budget 
analysts will also assist in the computation of the man-years and cost 
required to provide for the present T/0 level of fiscal year 1953. The 

dif f €OT-F^P7$^2&fA&(toT§§(r209i&30 provide 

the amount of the increase required to maintain during fiscal year 1953 
the level of operation to be attained in 1952. (See Exhibit III, lines 1-3) 
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It is recognized that several minor factors of personal services 
costs that must be provided for in addition to the amount reflected in 
the 19 f? 3 base have been omitted for the budget year requirements. These 
include allowance for new with in -grade promotions, any additional over- 
time and holiday pay that may be required, and other miscellaneous per- 
sonal service costs. Because of the complex factors involved in esti- 
mating for these factors, it is not belieVed necessary to have these 
costs computed by the Offices. In developing these miscellaneous per- 
sonal service elements, the Budget Analyst will consult with the Office 
on any special problems which may arise. 

Won- Personal. Services Estimates. Form 32-17 (See Exhibit IV) — CIA Form 
32-17 "Non-Personal Services Estimates' 1 should be completed for the Office 
separately for each activity for each object, other than personal services, 
for which funds are requested, to provide required information as to the 
basis for the estimated amount for fiscal prear 1933* Preparation of the 
form is largely self-evident. Separate series of the forms should be 
utilized for' each non-personal service object classification and prepared 
separately for vouchered and unvouchered requirements. The budget analyst 
assigned to the Office will assist the operating officials and administra- 
tive officer’s in preparation and analysis bf certain background informa- 
tion as to cffice requirements for the pasjt and current years for the 
Various object classifications of expense |to be used as a basis in the 
preparation of budget year estimates. In addition to budget analyst 
assistance, it is believed that the following detail information will 
prove helpful in the preparation of estimates for non-personal services 
items ; 

(l) TRAVEL - 02 — Travel requirements shall include transportation 
costs, per diem or subsistence during authorized travel status, 
and other expenses incident to travel which are to be paid by the 
Agency, either directly or by reimbursement, to the traveler. 

(See Appendix I) 

(a) Travel requirements shall be based on numbers of trips to be 
performed to specific areas and Computed at rates provided by 
the ''Schedule of Estimated Rates*' and supported by justifica- 
tion as to purpose and need for the anticipated travel. 

(b) Offices requiring services of consultants shall include their 
travel requirements in the office submission. 
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(d) The ’’Schedule of Estimates Rates” provides travel costs includ- 
ing per diem and other incidental expenses based on average 
Agency experience,, If another base is deemed more accurate for 
special travel requirements, the justification should also in- 
clude a description and reason for use of the new base. 

(2) TRANSPORTATION OF THINGS - 03 — Estimates for the transportation of 
tilings shall include those charges which are paid directly by the 
Government and npt by the vendor, including charges for the care of 
such things while in the process of being transported. (See Appen- 
dix II) 

(a) Estimates for transportation costs for stock supplies, materials, 
equipment, household goods and personal effects of employees 
will be submitted by the office or staff section in consultation 
with the Administrative Services Office, Transportation Division. 

* I 

(b) Estimates for transportation of stock materials or equipment 
from point of origin to Washington, D. C. , will be submitted by 
the Procurement Office. 

(c) Transportation estimates incident to permanent change of station 
should be submitted on the same .basis as travel charges described 
in Paragraph (c)(2) under TRAVEL - 02. 

(3) COMMUNICATION SERVICES - 0U — Estimates shall include -costs of trans- 
mission of messages from place to place, such as tolls for land tele- 
graph, marine cable, radio, wireless telegraph, and telephone ser- 
vices, and postage. They shall also include switchboard sind service 
charges and telephone installation costs. 

(a) Estimates for all charges in connection with telephone service 
in Washington will be prepared by the Administrative Services 
Office. 

(b) Estimates for telephone service in field installations will be 
prepared jointly by the office or staff section concerned and 
the Administrative Services Office and shall be submitted in 
the budget estimates of the former. 

(c) Estimates for outgoing telegrams and cables from the Washington 
area will be prepared and submitted by the Communications Office 
in coordination with the operating offices. Estimates for any 
telegram and cable costs to be incurred in the field will be 
prepared and submitted by the office concerned. 

(d) Estimates for special services such as teletype, facsimile, 
telecrypton, telemeter, direct wire, or tie-line service shall 
be prepared and justified by the office or staff section re- 
quiring such service. 
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RENTS AND UTILITY SERVICES - Og — Estimates shall include charges 
for rental of structures, land or equipment and charges for utility 
services, such as heat , light, water,! gas, etc., exclusive of trans- 
portation and communication services. 

■ i 

(a) Requirements for rental of structures, land and utilities in 
the Washington area will be prepjared jointly by the office or 
staff section concerned and the Administrative Services Office 

' ard shall be included in the budget submission of the latter. 

(b) Estimates for field offices shall be presented in the submis- 
sion of the requesting office in consultation with the Admin- 
istrative Services Office. 

(c) Estimates for rental on a contrapt basis of special equipment 
will be fully justified and submitted by the office or staff 
section concerned. The justification will include a descrip- 
tion of the equipment, the rental, cost per period and the 
total estimated cost for budget jrear. 

FRINTING AND REPRODUCTION - 06 — Includes printing and reproduction 
and the related composition and binding operations performed by GPO, 
other agencies and commercial printers, on a contractual basis. 


(a) Estimates for printing and reproduction of all standard Govern- 
ment forms and Agency forms procured for stock purposes will be 
submitted by the Procurement Division. 

(b) Special requirements for printing and reproduction which cannot 
be reproduced by CIA facilities, such as printed forms, other 
than those mentioned in (a) above , maps, special printing work, 
binding of books and papers, etc* shall be set forth in detail 
by the using office or staff section, indicating need, type of 
publication or material, estimated number of Items or copies, 
ani the unit and total cost of each job. 

OTHER CONTRACTUAL SERVICES - 07 — Includes all contractual services 
otherwise not classified* 


(a) Estimates for repair, alteration [and maintenance of structures 
and other fixed property in the Washington area will be sub- 
mitted by the Administrative Services Division and* the repair 
and maintenance of a standard office equipment will be submitted 
by the Procurement Office. 

(b) Requirements for reimbursement to GSA for intra-agency moves 
will be submitted by the Administrative Services Office. 

(c) Estimates for repairs, alteratior. and maintenance of facili- 
ties outside the departmental area will be submitted by the 

- office or staff section concerned. 

(d) Estimates for the repair and maintenance of non-standard agency 
office equipment shall be submitted by the office or staff sec- 

Approveci l ^r^^felsi^cft^Yi/(^:'CIA-RDP79-00261A000100020028-0 


CONFIDENTIAL 



.CONF 


¥ 


(f) Requirements for research, development work, or other special 
services performed by other agencies or outside concerns shall 
be included with detailed justification of need and purpose in- 
dicating the basis upon which the estimate is predicated. 

(7) SUPPLIES AMD MATERIALS - 08 — Includes all commodities which are 
ordinarily consumed or expended within one year after they are put 
into use, which are converted in the process of construction or manu- 
facture, or which are used to form a minor part of equipment or fixed 
property. 

(a) Estimates for common supplies and materials used Agency-wide in 
the departmental area and field office procurement through the 
Bureau of Federal Supply will be submitted by the Procurement 
Office. 

(b) Estimates for special supplies and materials peculiar to speci- 
fic operations will be submitted and justified by the office or 
staff section having such requirements. 

(c) Supplies and materials used outside the departmental area will 
be budgeted by the using office or staff section. 

(d) Except as otherwise required for operational reasons, estimates 
for newspapers, magazines and related publications will be pre- 
pared by the Office of Collection and Dissemination in coordi- 
nation with using offices or staff sections. 

(8) EQUIPMENT - 09 — Includes personal property of a more or less 
durable nature - i.e., which may be expected to have a period of 
service of a year or more after put into use without material im- 
pairment to its physical condition. 

(a) Estimates for common equipment used Agency-wide in the depart- 
mental area and field office procurement through the Bureau of 
Federal Supply will be submitted by the Procurement Office. 

(b) Estimates for operating equipment peculiar to specific opera- 
tions will be submitted and justified by the office or staff 
section having such special requirements. 

(c) The Administrative Services Office will budget for the pur- 
chase or replacement of motor vehicles required in the de- 
partmental area. Individual offices or staff sections will 
budget for needs other than for the departmental area. 

(d) Except as otherwise required for operational reasons, esti- 
mates for books will be prepared by the Office of Collection 
and Dissemination with the assistance of using operations. 
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i(9) LAM'S AND STRUCTURES - 10 — ■ Includes land and interest in land, 
buildings, and other structures, ajdditions to buildings, ronstruc- 
tur?l improvements, and fixed equipment (whether an addition or a 
replacement) when acquired under contract. Estimates will be pre- 
pared and submitted by the office or staff section concerned in 
coordination with the Administrative Services Division. 


9. A Budget Analyst has been assigned to each 
The analysts will assist offices and staff 
intra-agency estimate preparation. Operatin; 
priate analyst of the Budget Staff on extens 


major Agency organizational segment, 
(sections throughout the period of 
g o fficia ls may contact the appro- 

ion I I 


Distribution No. 

Attachments (6) 
Appendix I 
Appendix II 
Exhibit I 
Exhibit II 
Exhibit III 
Exhibit IV 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


2 


WALTER REID WOL^ 

Deputy Director (Admijast ration) 


"Schedule of Estimated Rates (Travel)" 

"Schedule of Estimated Rates (Transportation of Things)" 
"Justification of Estimates" pages 1 and 2 
"Summary by Object Class" j 
"Estimated Personnel Requirements" 

"Non-Personal Services Estimates" 
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APPENDIX I 
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02 TRAVEL 

Schedule of Estimated Rates 


From 

To 

One Way 

Round Trip 

Washington 

Dome sties 

New 7ork 

$20 

$4o 

ft 

Boston 

35 

65 

ft 

South 

75 

1!?0 

tf 

East Coast 

25 

50 

ft 

lid-West 

50 

120 

It 

West Coast 

175 

350 


Foreign: 



II 

South America 

6oo 

1,150 

t» 

Europe 

475 

1,000 

II 

Middle East 

700 

1,400 

It 

Far East 

1,000 

2, 000 

' Schedule 

includes average costs 

of transportation and 

per diem, etc . 
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03 TRANSPORTATION OF THINGS 
Schedule of Estimated Rates 



Unit Cost 

Motor Vehicles 



Crating (includes freight to POE) * 

Per 



Vehicle 

$200.00 

Shipping (POE to destination) 



Europe 

tt 

350.00 

Middle East 

It 

600.00 

South America 

It 

300.00 

Far East 

ft 

500.00 

General Cargo (Delivery to addressee) 



(Administrative supplies and equipment. 



Communications supplies and equipment. 



and operational supplies and equipment) 



Europe 

Per Ton 

100.00 

Middle East 

tt 

100.00 

South America 

tt 

75.00 

Far East 

tt 

100.00 

Household Goods and Personal Effects 



To POE (Based upon E.O. IO2I4.7 maximum 



weight reimbursement allowances: Family, 



7,000 lbs j single individual, 2,500 lbs) 



350 mi. 

Per 

7.00 

1,000 mi. 

100 lbs 

11.00 

3,000 mi. 

it 

21.00 

POE to destination Europe 

Per Ton 

275.00 

Middle East 

it 

600.00 

South America 

11 

150.00 

Far East 

11 

700.00 

Air Shipments Europe 

Per lb. 

1.25 

Middle East 

11 

1.50 

South America 

it 

1.50 

Far East 

11 

1.75 
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EXHIBIT I, Page 1 


25X1 A 


Office of Statistical Analysis 
Justification of Estimates, Fiscal Year 1953 
Vouchered Funds 

ACTIVITY OR PROJECT TABULAR STATEMENT 


Organizational Unit 
or Project 


UpARTMENTAL 
^Office of the Chief 
Systems and Procedures Division 
Machine Tabulation Division 
Analysis and Reports Division 
Total - Departmental 

OVERSEAS 

Special Reports Division 
Total « Office of 
Statistical Analysis 


Actual 

Fiscal 

Year 

1951 


25X1 A 25X1A 

(l) A net increase of 


Estimated 

Increases and Decreases Fiscal fear 19S^ 


To provide on 


total 


Fiscal 

a full-year 

Other 

Increases 

Total 

Year 

basis for 3 0 

Change s 

or 


1952 

June 1952 level 
of operations 


Decreases 

1953 


Justification of Other Changes 
for the Machine Tabulation Division consisting of j 


25X1 A 


25X1A 


(a) A decrease ofl 


- - 1 [consisting of a reduction of | I uut? xu non—recurr 

for ^ e ^P u f chase of calculating and tabulating machines and a reduction of, u 

one GS~7 statistical clerk made possible through greater utilization of machine methods 


due to non-recurr ing expen ses in fiscal year 1952 
,J ]iue to elimination of 


(b) An increase of 


p rocess the increased workload arising from the planne d preparation of 

es in lieu of the nr°es#snt \r OilTn-mQ w! ~ "" 


. : I. I A - j 

a daily production series in lieu of the present weekly summaries 


25X1A 


— j ectxve ; Beginning -with fiscal year 1953 it will be necessary to prepare a daily statistical report of 
production requirements for use by the Production Committee, With the establishment of .the regional 
reporting service in fiscal year 1952* it will be possible to receive reports daily by commodity from all 
areas. Provision must be made for summarizing the data daily to provide the Production Committee with the 
prompt and accurate basic information needed in preparation of the Situation Reports. 


CGHPI BBJJTIAL 
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EXHIBIT I, Page 2 


Plan of Work : It is estimated that over 150 separate reports will be received daily for processing 
involving checking, card punching, collating, and tabulating of approximately 50 items each* 


Financial Requirements 5 Based on present production experience, it is estimated that a total of 


25X1 A 


[will be required in fiscal year 1953 to process the added workload as follows s 


Personal Services s 

1 GS-7 Administrative Assistant 
h GS-J Tabulating Equipment Operator 
4 GS=2 Key Punch Operator 


Other Expenses 5 

Purchase of special st orage cabinets 
Supplies and materials 


Annual 

Average 

Salary 

Employment 

($3,825) 

• 5 

(10,600) 

2.0 

( 9 , 800 ) 

2.0 


Total - Personal Services 


Additional IBM rental required above present capacity 


25X1 A 


Total 


( 2 ) An increase of 


Total - Other Expense? 

Total Increase 1953 

for the Analysis and Reports Division required to extend the present statistical 


analysis and reporting functions to include mineral requirements. 


> 


(?) 


Objective s 
Plan of Work s 
Financial Requirements s 


(Narrative omitted for 
illustrative purposes) 


(Justification of item ( 5 ) omitted 
for illustrative purposes) 


25X1 

25X1 


25X1 A 
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EXHIBIT II 


OFFICE OF STATISTICAL ANALYSIS 
(Office! 

(Division) 


S01SMARY BY OBJECT CLASS 

Fiscal Year 1955 Compared with Fiscal Year 1952 
Voucher© d Funds 


(Branch] 


Object Class 


DEPARTMENTAL^ 

01 Personal services 
fc)2 Travel 

^03 Transportation of things 
0 I 4 . Communication services 

05 Bents and utility services 

06 Printing and reproduction 

07 Other contractual services 

08 Supplies and materials 

09 Equipment 

Subtotal - Departmental 
OVERSEAS s 

01 Personal services 

02 Travel 

05 Rents and utility services 
07 Other contractual services 


Subtotal - Overseas 


Actual 
Fiscal Year 


Estimated 
Fiscal Year 


Estimated 
Fiscal Year 

1955 


Net Increase 
or Decrease 

1952/1953 


25X1 A 


NOTE? To be prepared separately for vouchered and 
unvouchered funds for the followings 

1 . As a total office summary broken down by ar< 

2, For each activity or project reflected in 
the B Activity or Project Tabular Statement 1 * 


CONFIDENTIAL 
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OFFICE OF STATISTICAL ANALYSIS 

ESTIMATED PERSONNEL REQUIRE ME NTS 
FISCAL YEAR 1953 

25X1 A 

Voucher ed Funds 


EXHIBIT III 


(Office) 

Machine tabulation Division 

(Division) 


Requirements Description 


v/(\ 

V w 

’Total 

— . — — * — . — 


1 A V^V\11rt 1 C!q 1 rk v*Tr 

j j_ uaxai 

A -E* 

Cost 


1. 1952 Allotment 


2* a. 1953 Base (estimated total cost of the present T/o on 
a full-year basis in 1953 ) 


) b. 


Decreases proposed for fiscal year I 953 
GrS-7 Statistical Clerk 


o« Adjusted 1953 base (line 2(a) less 2(b)) 


3- Increase required to provide on a full-year basis in 1953 
for the 30 June 1952 level of operation 
(line 2 (c) less line l) 


I 4 .* Additions proposed from adjusted 1953 bases 


)- 


G-S-7 Administrative Assistant 
GS »3 Tabulating Equipment Operator 
GS-2 Key Punch Operator 

Total additions 


5* Total increase for I 953 (line 3 plus line I 4 . total) 


Total 1953 personal service requirements (line 2(c) plus 
line 5 ) 


NOTEs (1) 


( 1 ) To be prepared separately for vouchered and unvouchered funds for each activity* 

( 2 ) Amounts reflected in items 1 and 2 include provision for miscellaneous personal service costs at the 
current rate. Any additional miscellaneous costs required for the budget year mil be computed by 
the Budget Division! (See paragraph. 8 b of "Call”) 
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